Toastmaster – Short Form

In advance, provide your introduction to Chairman of the meeting

Theme: ______________________

· (Welcome everyone, explain significance of theme and tie in theme with Toastmasters.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Explanation of flow (portions) of meeting (Opening, business meeting (already passed) impromptu speaking, formal speeches and evaluations coming up)

· Introductions of assistants:

Timer _____________________________

Grammarian__________________________

Ah Counter  -_____________________________________ 

General Evaluator ________________________________________

Introduction of Table Topics Session and Topic Master.  _______________________________________

(Use their intro, or your prepared one)_________________________________________________________________________

___________________________________________________________________________________________________________

Introduce Joke Master or ask for a volunteer________________________________

· Remind speakers to check with their evaluators and to give them their manuals.

· Ask Timer to time 10 minutes for a break, then state “reconvening in 10 minutes”, use Gavel.

· After calling break, check with speakers to confirm use of lectern, special timing or other needs.
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Reconvene with Gavel and welcome everyone back to the 3rd portion of the meeting

Intro of Formal Speech Portion: 

· Explain Toastmasters program including C&L and  Advanced Manuals. (use examples if you can), ATM Bronze, Silver & Gold, DTM educational tracks.

Mention ballots and purpose

Lead in to First Speech  - Project type________________________Objectives from Evaluator __________________________-

Intro of speaker_____________________
_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Speech Title _____________________________________, please welcome (speaker’s name)_______________________________

Transition – Bridge and ballots, (Move lectern or?)_______________________

Lead In – 2nd speech, - Project type, ______________________Objectives from Evaluator ____________________________________

Introduction of Speaker_________________________________ ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Speech Title ____________________________________, please welcome ________________________________________

Transition - Bridge/Ballots_________________

Lead in – 3rd speech, - Project type ___________________,Objectives from Evaluator_________________________________

Intro _______________________________________________________________________________________________________________________________________________________________________________________

Speech Titled ___________________________, please welcome________________________________

Transition -  bridge, ballots 

· Reminder of Best speaker & evaluator ballots (If applicable tonight) or mention that it is not.

Intro of Evaluators:

Evaluating  ___________________ speech, please welcome ____________________

Evaluating  ___________________speech, please welcome ____________________

Evaluating  ___________________speech, please welcome ____________________

 Introduction of G. E. ________________________________________________________________________________________________________________________________________________________________________________________________________________________
Presentation of Awards: Best Table Topic Speaker ____________________________

Present Best Evaluator (if applicable)____________________________________________

Present Best Speaker ( if applicable)_____________________________________________

Thank-you and return control to President, Pass Gavel
